ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 

 JOB IDENTIFICATION

1.1 
Position Title: 

Communication Officer
1.2 
Position Level:

P4

1.3 
Major Group:
 
Information & Communications Technology Services

1.4 
Sub- Group:
 

Development Communications Services
1.5 
Job Code No.:

11.530.04



1.6 
Job Location:


Ministry: ______________; Department: _________________; Division: ____________;


Section: _______________; Unit: ___________________

1.7 
Title of First Level Supervisor: Chief/Dy. Chief Communications Officer

2. 
PURPOSE, DUTIES AND RESPONSIBILITES (Describe the main duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the position. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):




Purpose: 



Assist the Sr. CO in the delivery of his/her functions.  

	        Duties & Responsibilities
	% of Time

	· Carry out the activities as per plan.

· Coordinate proposals for acquisition, development and implementation of communications systems and technology.

· Assist the organization in setting policies and priorities for communications systems and technology developments.

· Assist Sr. Communications Officer in reviewing licenses for Communications service providers.

· Conduct research on the tariff structure and guide the CCO on reviewing the proposed tariff structure of the communications services.

· Advise the communications officers on the better spectrum management techniques.

· Establish long and short term goals and sets priorities for the division.

· Project manpower requirements and determine resource allocation within division.

· Review employee knowledge and skill needs, and establish or coordinate plans for training.

· Any other jobs assigned by the Supervisor


	


3. 
KNOWLEDGE & SKILLS REQUIREMENTS (Minimum requirement for performance of work described) (Level of Knowledge, Skill and Ability):
           3.1 
Education: 


Minimum requirement of Bachelors degree in Communications 



3.2 
Training: Licensing and regulation of communications services.




3.3. 
Length and type of practical experience required: 





Fresh entry/Minimum 4 years as Asst. Communication Officer or equivalent experience.




3.4 
Knowledge and other specialized requirements:

· Project organization, management and control, tariff, numbering, spectrum management and regulatory knowledge.
· Supervision, personnel administration, and budgeting.
· Exercise a broad range of supervisory responsibilities over others. 

4.  
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
The individual’s task involves translation of plans into actions. He/she requires good knowledge of the subject and a lot of innovation and creativity. Must be apt in selecting the best methods and means and content for a given activity and package in the most suitable manner for maximum impact.

5.  
SCOPE & EFFECT OF WORK(Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):

      The individual’s work will influence the mind set of the targeted audience and thus bring about a desired change. The achievement of the program goals will depend greatly on this individual’s work output.

6.  

INSTRUCTIONS & GUIDELINES AVAILABLE  

6.1 
Instructions 
(Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):


The Communication Officer works with considerable freedom typically under the general direction of the Sr. Communications Officer.

6.2 
Guidelines
(Indicate which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):




Organizational policies, national communications policies and ICT legislations.

7. 

WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors) :
Involves a lot of interaction with the focal agency of the government, including the management and other staff of the organization on a regular basis. 

8. 
SUPERVISION OVER OTHERS (Describe responsibility this position has for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised):
Supervises over the asst. Communications Officers and Communications Supervisors on a regular basis.

9. 
JOB ENVIRONMENT (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions):
Some physical exertion involved as he/she will be required to travel extensively to   conduct field appraisals and subject to minor mental engagement, thus susceptible to eyestrain, back discomfort etc. 

